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1) Introduction:  

The Federal Trade Commissionsô (FTC) Administrative E-Filing System (AEFS) is a new web-

based, user friendly application that receives electronic filings in adjudicative proceedings 

conducted under Part 3 of the Commission's Rules of Practice that governs how competition and 

consumer protection cases are tried before an Administrative Law Judge (ALJ).  The FTCôs new 

Administrative E-Filing Application has been created to secure, streamline and improve 

efficiencies for FTCôs Administrative E-Filing application users. 

2) Administrative E-filing System User Guide Overview:  
This Administrative E-filing System (AEFS) User Guide is an instruction manual that provides 

guidance on how to navigate and securely access the Admin E-Filing System for an optimal user 

experience. 

 

3) Application/User Registration:   

3.1: New/First time Users: 

3.1.1: Registration:  

In order to access the Administrative E-Filing System, you must first register and create an 

account.  

Please follow the steps below to register and create an account: 

1) Click on the link below and then click on óRegisterô under New Users: 

https://adminefiling.ftc.gov 

 

  
Figure 1: Administrative E-Filing Landing Page 

https://adminefiling.ftc.gov/


FTC Administrative E-Filing User Guide 

 

 

FTC Admin E-Filing User Guide Page | 5 

 

2) You will be redirected to the Customer Registration Page. To successfully complete 

registration, you must: 

- First, enter in the requested information for each of the input fields on the Customer 

Registration page 

- Then, click on the óRules of Behaviorô button and review the Rules thoroughly.  

- After you have reviewed the rules, you must sign and date the Rules of Behavior. Note: 

You must input the signature in the following format: ñ/name of the user/.ò  

- Next, enter in the Security Code (reCAPTCHA)  

- Finally, click on óSubmitô to complete the registration process 

PLEASE NOTE: All users MUST sign the Rules of Behavior to complete the registration 

process.  
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Figure 2: Administrative E-Filing Registration Page 



FTC Administrative E-Filing User Guide 

 

 

FTC Admin E-Filing User Guide Page | 7 

 
Figure 3: Rules of Behavior Details 

 

The Submit button will now be enabled and you can click on it to proceed.  
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3) Upon successful submission, the application will display a confirmation page and you 

will receive an email with next steps to óActivateô your account with the FTC. 

 

 

Figure 4: Confirmation Page 
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3.1.2 Account Activation: Upon receiving the activation email (example below) from 

the FTC, click on the óActivate FTC Accountò button to activate your account.  

 

 Figure 5: Account activation email 
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Upon clicking on the Activate link from your email, you will be automatically redirected to the 

FTC ñCreate your FTC accountò page. Please enter in a new password, then repeat the password, 

then answer your security questions and click ñCreate Accountò  

                

 

         Figure 6: Create password page 
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3.1.5 Setup two-factor authentication: You will then need to set up your two-factor 

Authentication (Okta Verify - mobile and Voice call).  

 

 

Please select your option and click ñSetupò 

 

Figure 7: Two-factor authorization  

  

Okta Verify is the preferred method of authentication. 
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If you selected óOkta Verifyò, please select your device type and click ñNextò.  

 

You will need to download the Okta Verify App from the App Store onto your mobile 

device to proceed. 

 

 

Figure 8: Two-factor authorization (Okta Verify) 
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Please open the Okta Verify App from your mobile device and click óAdd Accountò as shown 

below. Then scan the barcode or proceed with entering in the code.  
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Figure 9: Okta verification (scanning the barcode) 
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Once the ñOkta Verifyò process is complete, you will see a green check mark against the Okta 

Verify enrollment as shown below: 

  






















































































